APPROVAL OF ACCOUNTING FORMS AND SYSTEMS

The State Board of Accounts is charged by law with the responsibility of prescribing and installing
a system of accounting and reporting which shall be uniform for every public office and every public
account of the same class and contain written standards that an entity that is subject to audit must
observe. The system must exhibit true accounts and detailed statements of funds collected, received,
obligated and expended for or on account of the public for any and every purpose. It must show the
receipt, use and disposition of all public property and the income, if any, derived from the property. It
must show all sources of public income and the amounts due and received form each source. Finally it
must show all receipts, vouchers, contracts, obligations, and other documents kept, or that may be
required to be kept, to prove the validity of every transaction. [IC 5-11-1-2]

The system of accounting prescribed is made up of the uniform compliance guidelines and the
prescribed forms. A prescribed form is one which is put into general use for all offices of the same class.

Computer hardware, software and application systems can now produce exact replicas of the
forms prescribed by the State Board of Accounts. An exact replica of a prescribed form is a computerized
form that incorporates all of the same information as the manual prescribed form. Prescribed form
replication is the preferred approach from the State Board of Accounts’ position. These exact replicas are
the equivalent of the prescribed form and require no further action for the county to install the form within
their accounting system.

Governments are required by law to use the forms prescribed by this department. However, if it is
desirable to use a form other than the prescribed manual form, that is not an exact replica; the new form
must be approved by State Board of Accounts.

All forms previously approved by sending copies to State Board of Accounts and receiving a form
approval letter are approved with the conditions contained with the letter. All forms previously approved
by the adoption of a resolution as allowed by County Bulletin article on Approval of Accounting Forms and
Systems, published in Volume 354, pages 13-16 are also considered approved.

After April 1, 2014, if a government implements, consistent with the provisions of Indiana Code
and Uniform Compliance Guidelines, an automated accounting system that is to be considered for
approval, the responsible official is not required to maintain the prescribed forms replaced by the
automated system while awaiting the approval. New forms must be in place during at least one (1) State
Board of Accounts audit and must not be an element of an audit finding or audit result and comment that
is responsible or partially responsible for an exception found during an audit to be considered approved.
The government is responsible for placing on new forms the year of installation in the upper right corner.
This reference should be similar to “Installed in County, (Year).” The county must
maintain and present for audit a log of forms installed after April 1, 2014 with the year installed for all
forms that replace forms prescribed by State Board of Accounts.

The government agrees to comply with the following conditions, if applicable, for any new forms
installed.

1. The forms and system installed are subject to review and/or recommendations during audits of
the government to ensure compliance with current statutes and uniform compliance guidelines.

2. The government shall continue to maintain all prescribed forms not otherwise covered by an
approval.

3. Alltransactions that occur in the accounting system must be recorded and accessible upon
proper request. Transactions can be maintained electronically, with proper backups, microfilmed,
or printed on hardcopy. These transactions include, but are not limited to, all input transactions,
transactions that generate receipts, transactions that generate checks, master file updates, and
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all transactions that affect the ledgers in any way. The system must be designed so that changes
to a transaction file cannot occur without being processed through an application.

The ability must not exist to change data after it is posted. If an error is discovered after the entry
has been posted, then a separate correcting entry must be made. Both the correcting entry and
the original entry must be maintained.

If the unit owns the source code, sufficient controls must exist to prevent unauthorized
modification. If the unit does not own the source code, the vendor shall provide representatives of
the State Board of Accounts with access to all computer source codes for the system upon
request for audit purposes. In addition, the vendor shall provide representatives of the State
Board of Accounts with a document describing the operating system used, the language that the
source code is written in, the name of the compiler used, and the structure of the data files
including data file names, data file descriptions, field names, and field descriptions for the system.

Any receipts, checks, purchase orders, or other forms that require numbering shall be either pre-
numbered by an outside printing supplier or numbered by the units computer system with
sufficient controls installed in the system to prevent unauthorized generation of the form or
duplication of numbers.

All receipts must be either in duplicate or recorded in a prescribed or approved register of
receipts.

All checks must be either in duplicate or recorded in a register of checks generated by the
computer.

Recap sheets for each deposit for deposit advices, if applicable, will be maintained indicating
direct deposits. Individual wage assignment agreements will be kept on file to support direct
deposit.

"Installed by County, (Year)" shall be printed, in the upper right corner, on each
approved form furnished by a printing supplier and, when practical, on those printed from
accounting systems at the unit. Upon the installation of a new form the form will be entered on a
log for this purpose with the date of installation; and the name and number of the prescribed form
replaced. The log must be available for audit.

The government officials are responsible to ensure that forms and accounting systems installed
comply with the uniform compliance guidelines for information technology services published in
the County Bulletin and accounting manuals. This includes ensuring that customization of the
system done by the vendor for implementation at the government is done in such a manner that
the system remains compliant.

In the event a change is required due to the passage of a State or Federal law, the government
agrees to implement the change in a timely manner.



